OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

This Job Aid shows how to:
e Create an Open Market Requisition

e  Submit the Requisition for approval
e Find and submit the Open Market Purchase Order

Of Special Note:

Requisitions are internal documents used to request goods and services. They are the starting document for both
purchase orders and bids. The job aid will show how to purchase items and services that are not on a statewide contract
(SWC); for example an incidental or one time purchase. This type of document is referred to as Open Market. Once an
open market requisition has been approved, an open market purchase order can be created to complete the
procurement/purchasing process. Purchase orders are documents used to buy goods and services.

Note: Users must follow procurement rules in addition to COMMBUYS Policy regarding bid issuance and use of Statewide
Contracts.

Screenshot Directions
L Step 1: Launch the COMMBUYS Web site by
entering the URL
https://www.commbuys.com/bso/
—— OPERATIONAL SERVICES DIVISION —— in the Browser.
COMMBUYS is the only official procurement record system for the Commonwealth of Enter your login credentials and click the
Massachusetts’ Executive Departments. COMMBUYS offers free internet-based access Logln button on the COMMBUYS home

to all public procurement information posted here in order to promote transparency, page.
increase competition, and achieve best value for Massachusetts taxpayers,

COMMBUYS INFORMATION: For more information on COMMBUYS please visit us at
COMMBUYS. If you have any questions or concemns contact the COMMBUYS Help
Desk at COMMBUYS@state ma us or ring us during normal business hours (BAM - 5PM
Monday - Friday) at 1-888-827-8283 or 617-720-3197.

= Register
Register here to begin using COMMBUYS.
Vendors, ph read this disclaimer prior to registering.
== Complete Reqgistration
Complete registration hare to begin using COMMBUYS,
Vendors, please read this disclaimer prior to completing registration.

L 13 Open Bids
Browse open bid opportunities.
o Active Contracts
Browse active Contracts/Blankets,
[ I8 Contract & Bid Search
Saarch for Bids and active Contracts/Blankets.
= Registered Vendor Search

Search for registered vendors.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Basic Purchasing

September 1, 2015 1:34:32 PM CDT

Inquiry  Vendor Administrator

Qul7¢emem>

Step 2: Upon successful login, if you have
multiple roles in COMMBUYS select the Basic
Purchasing role on the upper right side of the

page.

If users have only Basic Purchasing Role, no
tabs will display.

Home Items v Documentsv
Requisitions
Bids
POs
News(1) ‘ ) Receipts
‘ Invoice

Quotes

New

In Progress

Ready for Approval
Ready for Purchasing
Purchaser Assigned
Gone to PO

Step 3: From the Navigation Bar, select
Documents > Requisitions > New

Gone to Bid
Returned
Canceled
Backorder
Ready for Issue
Partial Issue

Complete Issue
G2B Shopping

New Requisition Step 4: The General tab for the requisition
opens. On the left side of the screen,
(General | tems  Address Accounting Rouing  Attachments Notes Reminders  Summary Comp|ete the fo”owing fields:
e Department: defaults from user profile.
Requisiton Nomber May be changed, using the dropdown if
a: R P (e s s other (_jepartments are available tq user.
. e Location: defaults from user profile.
th May be changed, using the dropdown if
E——— other locations are available to user.
P.carsDesied e Required by Date: optional
: e Requisition Type: Open Market
Atemae 1D e Requester: user that created the
(eamasices e requisition; this field cannot be edited
e Contact: contact for this requisition; can
T be changed
Cop/Tah & 20e Perecepe ot e AT e Estimated Cost: calculated by
COMMBUYS; not editable by user
e Special Instructions: Open field to enter
in specific instruction.
Last Revised: 2015-09-03 2 Create Open Market Requisition



OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Step 5: On the right half of the General tab,

complete the following fields:

e Short Description: be specific as this
field can also be used as search criteria to

i locate a registration; may use any
2016 - Departmental Identifier numbers (100
Operational Services Division Character fleld)
W R ° slsgral Year: defaults to the current Fiscal
.

e Organization: default value based on
your user profile and can only be changed

Cluchaser ’ by an administrator
17 jgre  ns2a |- e Solicitation Enabled: only select if this
B d requisition will convert to a bid

o Entered Date: defaults to the current
date and cannot be changed

[ Swescomme 1) o Type Code: leave blanket for requisition

e Purchaser: defaults to your name; use
the dropdown to select a different
purchaser

e Contact Phone: defaults to the profile
value; can be updated as needed

e Tax Rate: n/afor Commonwealth

When complete, click the Save & Continue
button to save the information entered on the
General tab.

Open Market Requisition RQ-16-1080-0SD01-OSDEP-00000025748 Step 6 TO add itemS tO the reqUiSition CliCk
on the ltems tab.

Ger\eral\/endms Address  Accounting Routing  Attachments Notes Reminders  Summary

[ v s pccoming e Click the Add Open Market Items button to
begin the process of adding items to the
There are no items. Please click ‘Search ltems' or ‘Add Open M3 requ isition.

Search Items I Add Open Market Item

Last Revised: 2015-09-03 3 Create Open Market Requisition



OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Open MarkelRequisiion RG- &80 0SOUT-OSDEP-ONNNESTAE prerp—1 Step 7: The Items tab opens to a blank entry
form to add either an Open Market or

Gl | o | Vi Ay i iy Ay o oy Sy Narrative item to the reqUiSition.

[ e ot e The following are fields should be completed
for an open market item:

- ot e ltem#: COMMBUYS automatically

:“:’“q [ posas b sequentially numbers each item added to

the requisition
e |tem Type: two options:
o Normal — recommended
o Narrative — updates item to only

iy ok o ol [ [ Tl . T use description field
i i B [ [ # e Print Sequence #*: change this field if
2 ; the order the requisition line items should
PSSty Q Tt sum print is different from the Item # order
Pt ! R T e Item Status: COMMBUYS auto updates
i Q e 0 based on the requisition status.

e Description*: description of the item /
service; can hold up to 100 characters.

e Quantity: enter quantity in known or
enter 1 if unknown

e Unit Cost: enter cost of item/service per
‘unit’ of quantity

¢ Net Unit Cost: COMMBUYS auto
updates

e UOM: unit of measure; how the item is
sold/packaged/purchased

e Discount %: percentage discount for
item/service if applicable

e Total Discount Amt.: total amount of
discount — populate based on cost and
discount %

e Total: COMMBUYS auto updates

e UNSPSC: each item/service is required to
have a corresponding UNSPSC code, use
the eye glass icon to search and select
the most appropriate UNSPSC class
(more detail on Step 7)

e Freight: enter freight costs if known

it band Ul
Jlie Packagey

St b A Wi S il Sk Canling Rl Coreal 6 Eal

Note: Fields marked with (*) are required. If a
field is not included in the above list, it is an
optional field.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Commodity-EPP and Service Codes

Search

UN SP S C Segment-Family
UNSPSCClass v
UN SP S C Keyword
Search using ALL of the criteria +

Search

UN S P S C Code Browse

Step 8: Click the eyeglass icon to add a
UNSPSC codes to the item or service. The
Search Code screen populates, use the
available search dropdowns and fields to find
the best code.

Select the radio button on the left side of the
screen and click the Save & Exit to return to
the Items tab.

00 Grants

10 Live Plant and Animal Material and Accessories and Supplies

i Mineral and Textile and Inedible Plant and Animal Materials

1 Chemicals including Bio Chemicals and Gas Matenals

13 Resin and Rosin and Rubber and Foam and Film and Elastomeric

14 Paper Matenials and Products

15 Fuels and Fuel Additives and Lubricants and Anti corrosive M

20 Mining and Well Drilling Machinery and Accessories

21 Farming and Fishing and Forestry and Wildlife Machinery and

22 Building and Construction Machinery and Accessories

2 Industrial Manufacturing and Processing Machinery and Access

24 Material Handling and Conditioning and Storage Machinery and

25 Commercial and Military and Private Vehicles and their Acces
Step 9: After each item is added to the
requisition, there are five options:

Sedhidher | SoedEii | Sweblotne | Red Cddft | < Save & Add New — saves the item to the

requisition and opens a new item entry so
additional items can be added

e Save & Exit — saves the item, closes the
item entry page and returns to the
Requisition Items General tab

e Save & Continue — saves the item and
remains on the item entry page

¢ Reset —removes the item from the
requisition without saving it

e Cancel & Exit — cancels the item and
exits from the item entry page.

Repeat steps 6 through 8 until item entry is
complete.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screen Directions

Open Market Requisition RQ-16-1080-0SD01-OSDEP-00000025748 "Sarus: 181 n Progress ] Step 10 . O nCe Com plete revieW th e

== gy WS requisition item(s).

T _— I Next, select the Requisition Items Address
T = 5B = e w F tab.

) 30 s w0

b =
‘Open Market Requisition RQ-16-1080-OSD01-OSDEP-00000025748 Step 11: The Req uisition Iltems Address

page opens. Displayed here is the left side of
the page where the Ship-to Address is. Use
this if items are being shipped to multiple

General | Items | Vendors Address Accounting Routng  Altachments Notes Reminders  Summary

General  Vendors m Accounting  Notes

Eors e locations.
‘ s COMBY - COMMBUYS PROJECT TEAM Q The Address page should prefill — if no
CreRaTOnL Semces onasin change is required go to step 16.
"‘(‘::::\:':TCQIE:L‘:«LC}E?QTH FLOOR
!BSSTON MA 02108
us . . . .
£t ex@ospogscom If there is an error message indicating that no
: ot e T O Q valid ship-to address exists. Click on the
Comias pRogcT search icon (Magnify Glass) to select a ship-to
OPERATIONAL SERVICES DIVISION
e address.

BOSTON, MA 02108

us
Emalt test@periscopeholdings.com

it You can either select the Ship-to-Address for
i each item or use the Ship-to-Address at the
COMMBUYS PROECT

e bottom of the page to search and apply to all
et items.

Emait test@periscopehokdings.com
Phone: (617)$55-8555

Ship-to Address: Q. (oo o Seecied | ooy toAiiiems | [ Reset Semcied o aader
Bil-to Address: Q. [ Aeoly 1o Seiectes | [ Acoly 1o Al iems Reset Seiected 1o Heaser
Save & Continue
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OPERATIONAL SERVICES DIVISION

Job Aid:

Directions

Lookup Item Ship-to Address - Open Market Requisition RQ-16-
1080-0SD01-OSDEP-00000025748/ ltemNbr:1

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Step 12: Enter the search criteria. Click Find
It to view the search results. OR
If no criteria is known clicking Find it will

Department

0osD03 OSD - Strategic Sourcing 0sDo3

Select || Close Window |

OSD Strategic Sourcing

Operational Service Division
ATTN Tommy Cai

Ring door bell

One Ashburten Place, RM 1313
Boston, MA 02108

us

Email:
cbproductionsupport@state.ma.us
Phone: (617)720-3142

Alt. Reference: email

Strategic Sourcing

1 Ashburton Place, m 1017
Boston, MA 02108

us

Email
test@periscopeholdings.com
Phone: (123)456-7890

Search AL | of the crteria v return all possible organization addresses.
sing:
Search Dep Department -
Fields: 1D Name

D a Department

p -

Suffix ID Suts

Location ID Locati -

City PE— County <
I;BTOWSG ABCDEFGHIJKLMNOPQRSTUVWXYZ
y:

I Find It |H Clear
Close Window

Select  Dep Dep Dep Depea Address Info Step 13: The search results display.

o Name S e Note: for viewing ease, the page is split
O 1080CONVD  Default Data Conversion 1080 Conversion Address PreTeam (OSD)

Select

Department Dep Dep Dep
D Name Suffix Suffix
ID Name

1080CONVD  Default Data Conversion 1080
Department

Conversion Address

Address Info

ProTeam (OSD)

Operational Service Division
ATTN Tommy Cai

Ring door bell

One Ashburton Place, RM 1313
Boston, MA 02108

us

Email
cbproductionsupport@state. ma.us|
Phone: (617)720-3142

Alt. Reference: email

Select Close Window

Step 14: Select the desired Address by
clicking the Select box. Click the Select
button.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Open Market Requisition RQ-16-1080-0SD01-0SDEP-00000025748

Guwd Mo Veedn Addms Mcartng Roej Amsbeeti Mo Remedn  Sumndy

Step 15: The pop-up window closes and the
selected address populates.

Repeat steps 9 — 13 if you need to add a
different Ship-to Address to each requisition
line item.

Open Market Requisition RQ-16-1080-08001-0SDEP-00000025748

o o M iy N

Vi

Q) Cick Add Pl o a e atactmarts.

) ick Add Form o fom atixchmrts

NoFile Amschments

No Fom Atachrnants.

Adi Fla Add Fom

Shipto hddrens B Addrens |
10SDTR - 0SOTR Q O50TR - 0S0TR q
1 Congress Sowe 1 Cangress Sowet
Save 8 Contrue || Apply Sipeto o Al Iiems || Agply Bilia 1o Al llems.
"Gpen Market Requisition RQ-16-1080-05001-OS DEP-00000025748 e B] Step 16: Once a” Shlp_to Addresses are
L ay—— added to the requisition, click the Save &
= — = - Continue button located at the bottom of the
a page to save the changes.
The page will save, refresh and the error
messages disappear.
S s Step 17: Click the Attachments tab. The

Attachments tab displays.
If any files auto-attach: review, keep or delete

as necessary.

Attachments include bid attachments and
required forms/contract documents

Click the Add File button to add a new file.

Note: Add Form is not currently a working
function in COMMBUYS

Last Revised: 2015-09-03
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Step 18: The Add File window opens. To

v select a file from your deskt_op, clit_:k the
Browse button or Choose file. This will search
(0 N gy ot o s et g s 3 b ot o ot i s sl o o s egh 1 for documents from your computer. Select the
desired file.
'
Deyin Complete the following fields
i e s ¢ Name —required; but will be populated
Saih with the selected file name if left blank
st m e Description — optional
Click Save & Continue to add another file or
Snlbt | Smllone | R Cavdb i click Save & Exit when all files have been
added.

Note: Files previously uploaded or added to
the Document Library in COMMBUYS are
available in the Attachment Repository. To
locate and attach from the Repository, click
the Search File button and complete the
advanced search criteria.

For additional information on adding
attachments refer to the job aid How to
Search for and Use Attachments in

COMMBUYS.

Openatl Requsiion RQ-1-1UB-03DU1 OSDEP S000ULSTH prerp— Step 19: Attachment tab redisplays with the
list of attached files.

Geed tm ek Ao o Rkt Amcheets Nom Resndn Saa

b

Show
L Descrigten Ve Anxched By hmached e Deiete
Courttey evinder docs - v Sy Mone [
|ommhm-,=h=um
o Fom Atachments
Save § Contowe i Fie Adé Fom.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Vendor Validation Warnings

Header Information
Requisition Number.
Organization:
Department:
Entered Date:
Requestor:

Contact:

Estimated Cost:
Solicitation Enabled:
Invoice Method:
P-Card Desired:
Ship-to Address:

Open Market Requisition RQ-16-1080-0SD01-OSDEP-00000025748

General  Mems  Vendors Addiess  Accouning  Rouling  Attachments(l) Notes Reminders | Summary

iended vendor at header level

RO-16-1080-05D01-OSDEP-00000025743
Operational Services Division

©SDD1 - Operational Services Division
0910272015

Sidney Moore

Sidney Moore

s0.00

No

Thres Way Match

No

MASSbuys

1 Congress Street

Sute 114

Boston, MA 02109

us

Email: ¢bprodus ionsuppon@state. ma us
Phone: (123456-7650

Short Description:

Location:
Requisition Type:
Purchaser:
Contact Phone:
Print Format:

Bill-to Address:

Sous 1R InProgress B

test

OSDEP - Congress St
Open Market

Sidney Mocre
(617)979-1524
Requisiion Print

Email test@periscopehaldings com|

Phone: (123M56-78%0

Directions

Step 20: Click the Summary Tab to view a
summary of the completed requisition.

This picture shows the upper portion of the
Summary Tab.

Note: for viewing ease, the page is split

COMMBUYS PROJECT
CPERATIONALSERVICES DMSIN
MCCORMACK BULDING

1 ASHBURTON PLACE TH FLOOR
BOSTON, WA 2108

Emal tetperscpebngs con
Pone BITESS2855

Subet for Approval || Cancel Reguston | Cloe Requisiban

Required By Date:
Type Code:
Fiscal Year: 2016
Step 21: Shown here is the lower part of the
n3: ki WP Summary Tab that provides a summary of
EER—— each item on the requisition as well as the
e action buttons currently available for the
Qy Ut Cost NetUnt Cost uom Discount % Total Discourt Amt. Tax Rate Tax Amount Froght Total Cost requ|S|t|on
10 00 $000 EA-Exh 000% 0o 00 00 00 . )
Submit for Approval
Mzt Bnd Mode! e ey
pan e Cancel Requisition
¢ Clone Requisition
AectrtCot Amart ° Print
Thete i 00 i acccunting avalabe (o tis e
e S After the information is reviewed, click the

Submit for Approval button to submit the
requisition into workflow where it is routed for
approval.

Last Revised: 2015-09-03
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Step 22: A popup message displays asking

= . b 4 ‘ . .
The page at https://www.datamigration.commbuys.com says: Are you sure you want to submit this
requisition?’ Click OK to continue with the
Are you sure you want to submit this requisition? submission.
. To cancel the submission, click Cancel.
| OK Cancel
Open Market Requisition RQ-16-1080-0SD01-OSDEP-00000025748 Step 23: The approval path for the requisition
displays. o .
* Norecommendad vendr This page provides information about the

« Item# 1,2 and 3: No vendor, and there is no recommended vendor at header level
approval. Choose your approval type

No approval path meets the document criteria. Do you want to manually add approvers o mark the dotument as approved?

® Manually add approvers

Click Continue to complete submission.

Automatic approval

JPlease select an approver if you want to manually add approvers.

Approver v Add Approver

| SavedContinve ||  Cancel&Exit |

E Step 24: The requisition Summary tab
redisplays.

The status has been updated to:

e Status 1RRA — Ready for Approval

Status: 1RRA - Ready for Approval

STOP after requisition is complete, if not
an approver on the approval path or a
Basic Purchasing user

Once the requisition has traveled through the
approval workflow, it can be located and
converted to a Purchase Order (PO).

Home - Welcome Back Buyer Buyer Step 25: To locate a reqw_smon assigned to
you and ready for conversion to a purchase

Nows(t}| :Dsshbossd EkhW) ;PO Approvelll)| My Remindershy), :Evester) order, go to your Control Center.
In Progress(0) Ready for Approval(1) Retumed(0) Gone to PO{0)

Click Regs > Ready for Purchasing and a
Requisition # Requisition Date Dey  |ist of available requisitions will display.
1300111 09/24/2013 sec test two
1300110 092472013 tost requiskion In this case, there are three requisitions in the

Control Center of which two are Ready for

Last Revised: 2015-09-03 11 Create Open Market Requisition



OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

U N S P S C Code Browse | My Account | Customer Service | About Step 26: An alternative method of IOcating a
requisition that is ready for purchasing and is
o not assigned to you, is to select Documents
Requisitions New L )
ST : > Requisitions > Ready for Purchasing
n Progress X f
POs Al from the Navigation bar.

Ready for Purchasing

Home Items v Documentsv Vendors v

News(1)

Invoice Purchaser Assigned

Quotes Gone to PO
Gone to Bid
Returned
Canceled
Backorder
Ready for Issue

Partial Issue

Complete Issue
G2B Shopping

Step 27: All the requisitions assigned to your
user Id will display.

Requisitions - Ready for Purchasing

| Requisition # l Reguisition Date Description Click View All to view the complete list and
100111 PR PR select a requisition not assigned to your user
| 1200110 ] 09242013 test requistion id.

requisition, click on the blue hyperlink
requisition number to open.

JRT—— S Step 28: The requisition opens to the

Regardless of the method used to locate the

ol ey i b oy oy i s e [(ERR) Summary tab.
el e By
’ L] ] "
Sageton bter m o Teaghon. o S - e
e el e T My
et et ey e Licatens . ey e iy Do o
Lo T o Sation " e ot
L bovinw Peckane it Facsl T »
Comet bor o [EC o S
Teimmet [ " [
Sobickaton [ratied L
it Moo Ty
FLintl Do ¥
Bk Lidrn. oty Bl Lt e
k] FE i
bl il
ki F1E Wi
e T AR
]
Bl pemfpraetes b L]
hee Al ]
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Step 29: Scroll to the bottom of the page to
view the options for the requisition.

Bem#1: st TREP - Ry bor Parchasmg

UNSPSC SegmeeFamly 05015000000

oy Uk Comt WelniCow | UM | Dscome P S—— [ imkm | .
BT | preye) PP m-.[ anl 1 Click Convert to PO.
Vandciow Bt n
Wiy Pactagy
cooet Code

Thare 1 1g £m acomtng acplatia b M fem

Approval Path:
Delete | Approver  Order | Approval Level | Approver Date Date Approve]
Sequence I’:I'r Type | Requested ApprovedDisapproved'Canceled
Thatrw art 12 aggroeal pans found e Tl FRQUALN
Ctard Drtiggroe
Commurt

G hEmt

——— T

Step 30: Popup message displays requesting
verification of the intent to convert the
requisition to a purchase order.

Are you sure you want to convert this requisition to a purchase
order?

Click OK to continue the process or Cancel to
stop the process.

Yz Step 31: A new page displays showing any
error (red) or Warning (ye”ow) messages for
o this requisition prior to the PO conversion
process. Click Convert to PO button.

. i Bl CoWE O A BT e

S s ey
Edercy iy

emi Destription Recommended Vendor

w

¥ inche Vindey bl G Beachewmy

POt Pt Do e el =
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot

Open Market Requisition 1300111 - Purchase Order(s) Created

Conven 1o PO Validation Warnings

® [Rem # 1: No vendor, and there is no recommended vendor at header leve

The following Parchase Ordar{s) were created

Directions

Step 32: The page reloads with a message
the purchase order is created along with the
purchase order number.

The status of the purchase order is ‘In
Progress’ as it still needs to be submitted for
approval and sent to the vendor once
approved.

Click the PO# on the left or
Click OK to return to the Home page.

Home - Welcome Back Buyer Buyer

News(1) Dashboard Reqs(3) Bids(31) Approval(T) My Reminders(0) Events(0)
X)) Ready for Approval(f) Ready to Send(0) Returned(0) Change Order{0)

Purchase Order # Organization Purchase Order Date
0000190 Operational Senices Damsion 01/09/2014
0000106 Operational Senvices Dhision 097242013

Step 33: The page has refreshed to the home
page.

To view an in progress purchase order, click
PO > In Progress. Click the blue hyperlink
purchase order number to open.

*skip this step if the PO is already open

Open Market Purchase Order 0000190

General lems Vendor Address Accounting Routing A

Notes Change Orders Reminders [EYLIE

Overall Validation Errors
® Ko PO Vender
® A mading address must be speciied for the selected vendor

® Aremd address must be speciied for the selected vendor

Step 34: The Purchase Order opens to the
Summary tab.

The red warning message is a Validation
Error, this occurred because no vendor
existed on the requisition. Depending upon
who creates the requisition, they may or may
not know the vendor that will receive the
order. However, for the purchase to be
submitted for approval and sent a vendor is
required, and all the other red error messages
must be addressed. If there are none, skip to
Step 40.

Click the Vendor tab to add a vendor.

Open Market Purchase Order 0000190
Gonoral Wu.. Accounting  Rowting  Amachments Notes Change Orders Reminders  Summary

Viendor

Wiendor Validation Error
& Na PO Viender
& A eruelegy pddress st be specded for the selecied vendor
& A remd addeess must be speclied for the selecied vendor

Preferred
Delivery
Method

Ho wendor found for thes Purchase O

Lockup & Add Vendor

Vendor ID Alternative ID Vendor Name

Step 35: Click the Lookup & Add Vendor
button

Last Revised: 2015-09-03 14
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Lookup & Add Vendor - Open Market Purchase Order 0000190

Step 36: The lookup or search window opens

s oo T — for vendors. Enter the search criteria — in this
—— — case the UNSPSC Segment / Family — 10-11
ey — — Domestic Pet Products; or you may enter the
Vendor Tax 1D Snove ] Viemior Lugel Nerme Vendor Name.
Vendor Keyword Altermaie
— - o You may also use other search criteria listed
Emsrgency Supphers to locate an appropriate Vendor. Remember
UN S P S C Sagment Famity 8-11 - Domadte Dl [ Odwits hd . . .
UNEPLE Cinan - to be in accordance with purchasing and
U £ 3 Ky procurement rules.
- Peads axpiam B Noted Feld, below :
e e v Click Find It.
SEOVORE Cortified ks ;
Business Typs e
Browss by: :T::f;:rﬂ;::ﬁoLIHDPUIISI’LIVWX'I’I
Fna it Clear
Step 37: The search results display. In this
eect| VendorD Vendor Hame nu:t-mmnm LaDst“Hd Maress case, one vendor fits that category.
o | PesRs mam =gl Click the Select Button and Add Vendor
button.
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Step 38: The search window closes and the
selected vendor populates the purchase
order.

The vendor and the vendor’s ship-to and bill-
to address are added to the purchase order.

Click the Summary tab to continue.
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OPERATIONAL SERVICES DIVISION

Job Aid:

Open Market Requisition to Purchase Order: goods/services not on a Master Blanket

Screenshot Directions

Step 39: The Summary tab displays with no
error messages.

Open Market Purchase Order 0000190

General Mems Vendor Address Accounting Routing Antachments Notes ChangeOrders Reminders [ENERNTN]

Header lnformation Scroll to the bottom of the page to review the

Purchase Order Number: . Release Number: available options for the purchase order.
Status: 371 - In Progress Purchaser:

Fiscal Year: i3 PO Type:

(it || owo | Pu__| Pt |

Click the Submit for Approval button.

Step 40: Popup message displays requesting
confirmation of the submission into workflow.
Click OK to continue.

e Are you sure you want to submit this purchase order for
approval?

OK ] [ Cancel

Step 41: PO status has been updated to

Status: 3PRA - Ready for Approval = Ready for Approval.

Step 42: Once the PO goes through the
approval workflow the creator or the approver
can send the PO to the Vendor.

Vendor Notification Actions

Opteon(s] | ® S Ervad st Blotdly Viendor Sat 1o Prcted Stated

I St & Cotrnat

If you are the creator you can find the PO, in
your control center under PO, Ready to
Send.

The PO will open to the Summary tab and at

the bottom of the page there is a section

Vendor Notification Actions. Select one of

the two options and click Save & Continue to

put the PO in a ‘Sent’ status.

e Send Email and Notify Vendor: sends
vendor's COMMBUYS contact an email
about the PO and the PO can be found in
COMMBUYS

e Set to Printed Status: no email is sent
but the Vendor will be able to find and
open the PO in COMMBUYS
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